
 

 
MEMORANDUM NO. 2009-169 

 
 

 
TO: Superintendants 

Technology Directors,  

High School Principals 
WEN Video Schedulers 

 

FROM: Summer Wasson, WEN Video Manager 
  Innovative Connections and Support Unit 

 
DATE: October 16, 2009 
 

SUBJECT: Authorizing Changes to the WEN Video System 

 

 

IMPORTANT:  PLEASE SHARE 
 

The Wyoming Equality Network (WEN) Video was recently upgraded to IP 

video conferencing.  With this change the new equipment allows for some 
flexibility such as the number of televisions needed, microphones in use, 

and mobility of the video system cart.   
 
Recently it has been noted that unauthorized changes are occurring to 

the original installation of the WEN Video components.  These changes 
have affected the use of the WEN Video system by students, teachers, 

and administrators.  Interruptions to regularly scheduled courses or 
trainings have occurred. 
 

In an effort to reduce the amount of interruptions to any WEN Video 
event the following process has been adopted: 
 

 Prior to disconnecting, replacing, or disposing of televisions 
connected to the WEN Video equipment please obtain 

authorization from the Wyoming Department of Education WEN 
Video manager.  The equipment is state property and must be 

disposed of correctly.   
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 Prior to disconnecting, replacing, or disposing of microphones 
(including ceiling microphones) please obtain authorization from 

the Wyoming Department of Education WEN Video manager. The 
equipment is state property and must be disposed of correctly.   

 

 Prior to moving WEN Video systems to another location please 

submit a WDE 656 form to the Wyoming Department of Education 
WEN Video manager.  This form will provide the WDE with all 
pertinent move and reconnect information. 

 

 Prior to reconfiguring a WEN Video system (such as adding a VCR 

or removing the Document Camera) please obtain authorization 
from the Wyoming Department of Education WEN Video manager.   

 
The WEN Video system and most attached peripherals are State of 
Wyoming fixed assets which require documented disposal or 

replacement.  Installation of the WEN Video equipment is a standardized 
process and unauthorized changes to the WEN Video equipment 
jeopardize the maintenance warranty and may initiate installation 

engineers to visit the site to physically repair the equipment.  Fees for 
repairs resulting from unauthorized changes will be borne by the school 

district. 
 
Please contact Summer Wasson to report any issues or to request 

approval for changes to be made at swasso@educ.state.wy.us or 307-
777-5657. 

 
Thank you for your cooperation. 
 

SW:pls:nrs 
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